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Log Into DEL 

You must be connected to the Internet to enter DEL. 

First, launch the internet program. 

Enter the address  

Click  
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Register a New Username 

1. Click  . 

2. Click   
3. Read the application instructions and scroll to the bottom of the page.  

4. Click to check the box   

5. Click  

 

6. Enter the requested information. 

 
7. Once you have entered all of the information, click  
8. You are now registered in DEL. 

 

 

Please note: All information you submit for the Online Employment Application 
will be encrypted using industry standard 128 bit encryption and verified by 
VeriSign. The State of Delaware will never Sell, Rent, or Lease your personal 
information to third parties.

Numbers 
(1, 2, 3…) 

You can click on 
the underlined 

words to sign up 
for free now. 

Write your 
UserID and 
password 
down for 

future use. 
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Retreiving Your UserID or password  

If you forget your UserID or password, click .  

You will see two links on this page,  or . 
Click the appropriate link and fill in the information requested.  

Click  and your UserID will be displayed or click 

 and your password will be emailed to you. 
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Searching Job Postings 
 
All job postings are displayed when you enter DEL if you scroll down the page.   
 
To narrow your search, enter a keyword or select by agency, recruitment type, or 
job category to narrow the list of job postings.  
Note: The picture below indicates location. This is not a search feature at this 
time. 
 

Click  after you have made the selections.   
 

Or, if you want to view all postings, click . 
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Viewing Job Postings 
 

Click the job title that you are interested in:   
 

A new screen will open showing detailed information for that posting. 
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Applying for Job Postings 
 
To apply for a job posting, click  under the description of the position at the 

top of the page or click  at the bottom of the page.  The 
application instructions screen will open. 

Read the application instructions and scroll to the bottom of the page. 

 

Click to check the box   

Click  (Note: if you are a new user, please see the 
section called “Registering a New Username” 

Enter your UserID and Password  

Click  
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My Job Applications 

If you have previously applied for positions in DEL you will see a screen similar to the 
one below: 

 

 
 

To apply for the current position, click on the  
 

You will then be able to answer the supplemental questionnaire and also edit your 
profile. Remember you must complete the supplemental questionnaire on each 
application that you submit and you must go to the Profile Tab and select the 
location(s) that interest you.  

Save and continue    
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The Employment Application 

The employment application is divided into nine tabbed sections.  

 

Any area that includes a * (red asterisk) MUST be completed in order to open 
the next tabbed section.  

Once you have completed the information in a section, click  
to open the next section.   

You will be able to go back and make changes if desired.  

The system is setup to automatically save your data every time you complete a 

section by pressing .  

To finish your application at a later time simply click  from the home 
page and select the application that you need to finish.  

 

The application will have a "Finish" symbol at the top to remind you that the 
application is not complete. Click  to continue completing the 
application or to make revisions to the application. 
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Supplemental Questionnaire 
 
At the top of the Questionnaire, you will see a description of the proficiency scale 
rating guide. Read this description to ensure you are answering the questions as 
accurately as possible 
.  
For each question, click the  that best meets your knowledge or experience 
level and then enter your detailed response in the text box.  
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EEO/AA 
Enter your EEO/AA information on this Tab. If you scroll to the bottom of the 
page, you will also be able to indicate how you heard about our position.  
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Profile 
Enter your personal information on this Tab: 
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School  
Enter you education information on this Tab: 
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Work 
Enter you work experience on this Tab: 
 

 
If you have work experience, click . 
 

If you have NO work experience, click . 
 

 
Enter your work experience 

  
Click  to add this job to your application.  
Click  to remove this experience from your application. 

 
 

Click  to add another job to your application. 
Click  to move to the next part of the application.
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Resume 
 
This section of your application is optional.   
 
If you already have your resume in another word processing program (such as 
Microsoft Word), there are two ways to add it to your application. 
Click the “Upload Resume” button and select the file to attach from your 
computer. 
Copy and paste your resume into the space provided.   

1. Open your file containing your resume 
2. Highlight the resume—a shortcut is to press [Ctrl] and the letter “a” 
3. Copy the highlighted text—a shortcut is to press [Ctrl] and the letter 

“c” 
4. Click in the text area and press [Ctrl] and the letter “v” to paste your 

text. 

 
 

 --click to add your resume to your employment application 
 

 --click to continue completing your employment application without 
submitting a resume 
 

 --click to clear the text area
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Review  
 
This section allows you to view your entire employment application.   
Each part of your application has an  button.  Clicking that button will 
open the appropriate section of your application and allow you to make changes.   
 
Click  when you are ready to submit your application. 

Click  to make sure your margins are set right for printing. 
 
Click  to print a copy of your application for your records. 
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Send 
 
After you have filled in all of your information, and you have reviewed your 
application, click on the "Send" Tab.  
 
Read the Applicant Release of Employment Information and check the boxes 
that indicate that you agree to the terms and submit your application to the State 
of Delaware as seen below: 
   

 
 
You will receive a confirmation e-mail once your application is submitted. 
If you do not receive a confirmation e-mail, you have not successfully submitted 
your application. 
 
Applications submitted using the Online Employment Application are date and 
time stamped when you press the submit button.  
 

View or print a submitted application 
 
Click . 

Click on the application you wish to view or print. 

Click the "Review" Tab.  

Read the printing tips and set your margins.  

Click . 
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